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e .38 STATE _ \ . OPFICE OF BECRETANY OF STATE
; oF Application for DEPARTMENT OF ARCRIVES & NISTORY \PTE
GEORGIA RECORDS DISPOSITION STANDARD AECORDS MWARAGEWENT DIVISION

j A”u"u" Pate ,;-;'RU_Q‘{_I LN See separate ingtructions for completion of ra R!CORDS Mumznzu'r_nrvtsm! U —

Date Recelved Applle-tiom ¥o. ! Date Completed

H/??_'z,

2 Agency Applicafion Mo,

[

‘ 3 .AGIICY. Division, Subdivision & Administering Oﬁice Address
. Georgia Ports Authority
. - P.O. Box 2406

.:; L, ,Working Title Tel. Wo.

- Savannah, Georgia 31402 _ ] |
Comptroller | 7 ) __Comptroller | 912 964-1721 ~
T.xtllaN REQUESTED |

ESTABLISH DISPOSITION STANDARD; D DISPOSE OF PRESENT ACCUMULATION; ‘
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.
|

T j . - - 1
o

front and reverse of this form. Sign original and two eoptes

and forward to Department of)lrchivc. and History, Attention:

APR 1 9/1972 //%

Peraon to Conttct

APR 2 7 1972
scords Nanagement Officer. . . i

ana—.

G. J' Nzchols

L4

Inclusive Dates
-

9 zxac'r_rsznrss TITLE

1971 to Date Collection Files

10. ' " . : -

1 What is the function of the office in which this record series is created

The Comptroller is responsible for the accounts of the Authority and establishes and main-
tains accounting methods and procedures for the books of the Authority. He analyzes and
checks all financial activities of the Authority for compliance with the Board's policies and
the minutes of the Board of Directors meetings; is responsible for the auditing and account- -
ing prowsmns of all contracts, leases, and agreements of the Authority; provides pro- "
tection of the assets with adequate internal control procedures and assures proper insur-

] ance coverages for the Authority's properties; and co-ordinates the preparation of the

: annual budget with the various divisions. Under his supervision, monthly financial
statements are published and rélated financial and cost data reports are prepared and’
distributed. '

o ~ 1
q 11 .DESCRIPTIOI OF SERIES - include Form No. b Form Title, if aRY 04 fi], arrangement

These files include accounts receivable invoices and communications relative to
payment thereof.

. EQUIPMERT OCCUPIED No. of Dravers . Ft. of Records No. of Drawvers Cu, Ft. of Records
= ANNUAL RATE OF ACCUMULATIOR
1 Letter-size File Drawers ~ . . DRI i k
) ~ . A 2 3
J = AR ——
! 7 , : In Office(nl In Storage Aresa{s)
: Legal-size File Dravers . Fioor Space Occupled (Square Fe}t) ! — -
: : - 7 None
- ) R : . . This Last PrecedingfAll Prieor
: . | Year's Tear's Year's ears’
; - File Trays 3 .2 1 i
3 AVERAGE DAILY REFERENCES N O N E
: Porm: AR-50.71 4T
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PASE 2

QUESTIONNAI RE Place :n "x" §n the proper croﬂlu-n Ir tn:::r -l- “;;_Tr:f:-e upl-inr e HY—E-SLL NO
13. Is this the Record Copy pf the series? ' R [] K
1k, Is there a duplication of thls serles in another offlce or agency" T ' 1] Kl
V-
15. Is the information contained in 'this series ever surmnarlzed or published? & T[]
Monthly Accounts Receivable aging schedule o
16. Does the series ‘contain. classified information requlrlng securlty ha.ndllng'? 1] X

1T7. Does the series document p011c1es and procedures of agency's operatlon or functlon‘? (] X

-\

18. Could the function be performed if the files were lost or destroyed? : ' K ]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 01 R
20. Does the record series pfovide data as input to an EDP file? (1 [X
21. Does the record . series contain documentation produced a :EDP intout? ' :
Consohcfated listing of accounts T ? prin LS
22. Is the series affected by Federal or gra.nt funds? : - [1 &
23. Will there be a need for these records 10, 15 years from now? If yes, what? ;;"" B R <
T ) TR T T e - ,untll‘mv01ce1s paid
2L, REQUIREPENTS ‘I'he followmg réquires the flles to be kept/ - - xesmsg - -

a.[]JSTATE b xJSTATUTE OF ¢, []AUDIT 4. []FEDERAL e, [QQDMINISTRATIVE £. [ JHISTORICAL
LAW . .. - LIMITATION . _ PERIOD ; - LAW " DECISION . - _VALUE
o ( Cite Law, Statute, or other reason for the retentwn reqmrement)

The Statute of L1m1tat10n in collection of invoices is four years,

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be out off at the end
of each ~-[]CALENDAR YEAR -[]FISCAL YEAR -[]OTHER | - ,then:

A. []Destroy immediately after cut off. ' .
B.[]Hold in current files ares -month(s)/ - __year(s), then:
1 []Destroy. _
2 []Transfer to records center; hold year(s), then:
Destroy. .

3 []JDestroy after audit (or year(s) after audit).
C.[]JHold in current files area indefinitely.
D.[JHold in current files .area year(s), then transfer to Archives permanently.
E.M{other With draw from f11e upon payment of invoice and destroy.
\ 14
(Indicate briefly ratiomale for recommendations above/or write additional memarks):

26. '

S— i

Attach Samples of the Series

Kecommendations DéApproved [IDisapproved

- / ::”;‘*J*‘*Tf'”'-. . Audit Dept.
in Paragraph 25 ﬂji%}nged [JDisapproved ‘Jluim&Jhﬁ‘thgfs P

Secratary of Ut-lT/Des‘i' mde)l

are: . |[JApproved []Disapproved

>

M{ X | w/epartment
pproved []Disapproved y/8
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